If you have an existing reservation and want to add a hotel or car to the trip, do not start
a new reservation. Instead add to your existing reservation following the steps below.

1. Log into your concur account.

Welcome
If you experience difficulty logging into the site, please click on the Forgot your password? link
below.
CONCUR
Login
User Name
Password

["| Remember user name on this computer

Forgot vour user name?
Forgot your password?
Passwords are case sensitive.

?
. e, ] _ B

2. Select the travel tab in the upper left hand corner of your home page, and then
select your trip library.

CONCUR Travel Aup Center

Travel Trip Library Templates Tools

Trip Library



3. Select the reservation you wish to add to.

Trip Hame/Description Status
Trip from Sacamento to Los Angeles (QKTIVG) Ticketed
DiR Loz Angeles and S5sn Bemardino '{::I

Trip from Sacgamento to Los Angeles (WJWHMZ) Ticketed
Concur Training (DMROFY) Ticketed

4. In the trip overview box at the top of the page there is a section that says “Add to
your itinerary”.

| want to... Trip Name: Trip from Sacramento to Los Add to your ltinerary

Print Itinerary Angeles [Ezin

E-mail ltinerary @ Car @ Hotel
- Start Date: May 20, 2015

Open in Outlook

Wiew Trip History End Date: May 21, 2015

Lreste Templste Created: Mar 3, 2015, Kathleen LaFata

pr— (Modified: Mar 10, 2015)

Cancel Entire Trip Description: DIR: Los Angeles and San
Bernardino [Edi

Agency Record Locator: QKTIVG
Ticket Number(s): 5262438473476

Passengers: Kathleen Marie Lafata
Total Estimated Cost: $101.12 USD [Detsils)

5. Select the item you wish to add to your itinerary, and then confirm the search
selection by selecting “Search.”

Trip leg selection

Add reservation to:

| Los Angeles, CA (LAX) (May 20) 9 |




6. If you are adding a car rental to your itinerary enter in your preferences. Verify the
pickup and drop off date, your pick up location, and car type. Then select “Next.”

Rental Car Search Preferences

State of California does not reimburse for Navigational Systems (GPS) or Ski Racks

Pigk-up date Drop-off date

|{IE.-'2{I.-'2{I15 || 08:25 am E|||ﬂ5.-'21.-'21]15 || 06:40 pm E|| G—

r Pick-up car at
@ Ajrport TerminalD) Off-Airport —
Flease enter an airport.

|Lﬂ«}{ - Los Angeles Intl - Los Angeles, CA |

|:| Return car to ancther location

Car Type (Selectup to 3 )
Economy Car Hybrid -

Compact Car (S | € —

Compact Car Hybrid

Intermediate Car

Intermediate Car Hybsid

-

Smcking
| Don't care E”
Preferred Car Vendors
I¥|[Enterprise |Z]Any Vendaor »
DAIamD = = 6__
D.I“ﬂl'iﬁ =
|| Budget = ;
Minllgr =

Your company preferred vendors will be included in the
search with your preferences.
Indicates major vendar. |

Add Rental Cars 1,

Display Trip 24 Return to Travel Center




7. The search results page will display with all the cars available for that location.

P ateviar pEe @ vanep B e ne s B masar o mwa
Hide matrix
All wals s = = o =) L=
13 results Compact Car | Intermediate Car | Standard Car | Standard Convertible | Full-size Car | Premiu
f@ntorprisol
3146 3146 34.60 65.01 34.60 65,
¢¢

4| T | b

Displaying: 13 out of 13 results, =< Previous 1 2 Mext == | All

8. Select your appropriate rental car by clicking the green “Select” button.
9. Verify the review page and select “Reserve Car and Continue”.

* Does not include additional fees incumed during time of travel.
1 Remaining amount due at rental location.

m Reserve Car and Continue

10.1f you are adding a hotel reservation to your itinerary verify your dates, select a
search area, and click on “Next”.

Find a Hotel

Cheds-in Date Chedc-out Date

05/20/2018 05/21/20185

Cp—

Find hotels within |5 | Distance Units| miles ]| of

@ Airport ) Address

Company Location 0 Reference Point / Zip Code
Reference Point / Zip Code

[e.g. "Statue of Liberty’, "80210" or "Alexandnis, VAT (

Los Angeles, CA

I:‘ With names containing:

Prefer the following chains
Hotel Memberships  Hotel Vendors Company Preferref._l Hotels w“hi_“ 15 miles
I.ﬁ [F1Any Hotel ~ ] These properties will be automatically added to your
_Mamall, I Carlson Brands (amy - (=1 S€arch :
7 Choice Brands = Best Western Plus Carriage [nn™* =
[T Hitton (a1 = Comiort inn Santa Monica - West Los Angeles™* -
g T8I T | |DoubleTree by Hilton Hotel Los Angeles -
Westside™ -

*Indicates major Cinn Untal Madara®ss
vendor. @ What are Preferred Hotels?

y
Please choose a location to search for your hotel, and select your check-in and check-out dates. /

Help me find a hotel




11.You will see your hotel search results. A map will display your first 10 search
results in relation to the location you selected/entered as part of your search
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View map legend

12.When you are ready to reserve a hotel room, chose the rate and click the “Select”
button for the appropriate hotel and rate.

38. TownePlace Suites Sacramento Cal...

1784 Tribute Road
Sacramento, CA 95815
@ 10.27 miles | view map

KEKX $95

rate this hotel

maore info | compare hide rooms -

&E—He%Enahled

¥ B‘last Fees: Continental: Free, Breakfast Buffet: Free, Hot: Free

o Government State - Goevernment State, Mo Contractors, State Gevernment Id Required, Studio, 1 Queen, Sofa Bed (Rate Code:  *
GOVWDD) (Sabre)

{ ] Govt/military - Govt/military, No Contractors, Federal Government |d Required, Studic, 1 Queen, Sofa Bed (Rate Code:
GOVADD) (Sabre)

0 State of California Hotel Per Diem is $20.00 per night except in the following counties: Mapa, Riverside and Sacramento Counties (395 per night),

Les Angeles, Orange and WVentura Counties and Edwards AFB (2120 per night), Alameda, Monterey, San Diege, San Mateo and Santa Clara
Counties (5125 per night), and San Francisco County and the City of Santa Meonica (3150 per night).

Rate details / Cancellation policy

¥




13.Review the information on the Rate Details/ Cancellation Policy pop-up window,
confirm that you agree to the rate rules and then click Reserve Hotel and
Continue.

ACCEPT RATE DETAILS AND CANCELLATION POLICY

Please review the rate details and cancellation policy provided by the hotel.

TownePlace Suites Sacramento Cal Expo =

Flease review the rate rules and restrictions before continuing.
The hotel provided the following information:

RATE: USD 95.00
TOTAL RATE: 108.78 USD

CARMCEL 1 DnYe DRIND TO ADDIVAIL
| *l agree to the above rate rules, restrictions, and cancellation policy.

Reserve Hotel and Continue

14.1f a travel policy violation appears on your site, review the violation. Select the
exception that applies and click “Save”.

Travel Policy Violation

This hotel is not in compliance with the following travel rule(s):

@ State of California Hotel Per Diem is $90.00 per night except in the following counties: Napa,
Riverside and Sacramento Counties ($95 per night), Los Angeles, Orange and Ventura Counties and
Edwards AFB ($120 per night), Alameda, Monterey, San Diego, San Mateo and Santa Clara Counties
($125 per night), and San Francisco County and the City of Santa Monica ($150 per night).

Please choose the reason for selecting this travel option. If more than one reason applies, choose the most
applicable. This reason applies to this entire trip.

— Please Choose a Reason — =

- Please Choose a Reason —

Hotel exceeds Per Diem requires form STD 255C

Napa Riverside Sacramento per diem 95.00

LA Orange Ventura Edwards AFB per diem 120.00 5 which you did not take.
Alameda Monterey San Diego San Mateo Santa Clara per diem 125.00

San Francisco County City of Santa Monica per diem 150.00

Hotel Compliant




15. After you have made your selection you will be brought back to the trip overview
page. Verify the additions you've made are the correct ones and scroll to the
bottom of the page and click next.

FLEASE TREE A MOMENT TO FILL OUI QUR CUSTOMER

SERVICE SURVEY AT WWW.SURVEYMONKEY.COM/S/HQHJEFF

CALTRAVELSTORE FHONE NUMBER 277 454-8785

WO HOTELS REQUESTED ON THIS ITINERARY

WO CARRS REQUESTED ON THIS ITINERARY

FLEASE FRESENI/RECONFIEM YOUR FREQUENT TEAVELER NUMBER UFON CHECE IN.
SOUTHWEST TICEEIS RRE VALID ON SOUTHWEST AIRLINES CNLY.

SOUTHWEST DOES NOT PRE-ASSIGN SEATS

BLL FLIGHTS REQUIRE CHECK IN ONLINE OR AT THE AIRFORT

o Pre‘rious &

Company Policy

16. Verify any trip information and select “Finish”.

Trip Confirmation

Press the "Finish" button to complete your booking and have it processed.

Trip Mame:

Trip from Sawamento to Los Angeles

Desoription’
DIR Los Angeles and San Bernardino
Send a copy of the confirmation to:

Send my email confirmation as @ HTML ) Plain-tesxt

Include directions and maps to hotels El

Display Trip =< Previous




17.The final page shows your itinerary again with the trip information for final review.
Scroll to the bottom of the page and click Confirm Booking.

Almost done... Please confirm this itinerary.

omper

18.Your itinerary will appear one last time, now with a blue “Finished!” message in

the upper left corner.

Trip Summary

Finished!

NOTE: Make sure you scroll to the
bottom of every the page clicking
Next until you have received the
“Finished!” message. If you close
before hitting purchase, your
reservation will be canceled.




